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Washington, D.C. 
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ADMINISTRATIVE INSTRUGT — | 11 August 1949 


NO, 


SUBJECT: Employee Final Clearance. : 
| —nn STATINTL | 
dated 2 Decomber 1946. STATINTL, 
| re | 

| 


May 2. 48 and 


1. Each employee will obtain clearance prior to final payment, : 
Clearance will be obtained on "Final Payment Clearance Sheet" Form LO 
No. 34-30 when an employé is being terminated; leaving for overe ae 
seas duty,. granted leave Sathout pay for a period in excess of 60 . a 
calendar days, or when being transferred to.or from an unvouchered 

fund status. : | ae co 


*. 
4 


2. The Personnel Office ‘will be notified by "Personnel Action 
Request", at least one week prior to the effective date of the request. 
Upon receipt of "Personnel Action Request", the Personnel Office 
will make necessary arrangements for an exit interview and for final 
clearance. The Personnel. Office wil). direct the employee to 
Inspection and Security for security clearance and will then obtain 
the additional required clearatices by telephone, obtain the employee's 


signature and direct the employee to deliver the form to the applicable 


payroll office of the Budget Office. \When the employee is unavailable 
all action indicated will ,be taken except procurement of the employee's 
signature, # * . : 7 


x 
"4 


4. 


. 3. The CIA Headquarters and Headquarters Detachment and the Naval 
Administrative Command will take similar action in the case of military 
personnel. id Lo oy 


if 
a ran 
ro 4, 


he ‘The Chief of a field office will: we | ee ee 


4 


Be Dé~bricf the employee. 


b. /Complete certification blocks "office to which assigned" 7 . 
and "Security Branch". | ‘ ea | | 


fe Obtain employee's signature and forwarding address. | | oa 


£ d, Forward the form to the Personnel Officethrough established 
channels ee on ae . Agi? 
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 
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SUBJECT; Employee Final Clearance, — STATINTL 
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a RESCISSIONS: Administrative Mee dated 24 | 

aR” te May 1948 and aug dated 2 December 1976, | 


1. Bach employee will obtain Clearance prior to final paynent, 
ned on 


o August 1949 STATINTL | 


Clearance will be obtai | 
No. 34=30 when an employee ig being terminated, leaving for overe 


: Ope The Personnel Office will be notified by "Personnel Action 
Request", at least one week prior to the effective date of the request. : 
Upon receipt of "Personnel Action Request", the Personnel Office ts 
i . W411 male necessary arrangements for an exit interviey and for final. F 
i Clearance, The. Personne} Office wil] direct the employee to od 
7 Inspection and Security for Security clearance and will then obtain . 
ae the additional required clearances by telephone, obtain the employee's 
: Signature and direct the employee to deliver the form to the applicable 


} Signature, | eo 
3. The CTA Headquarters and Headquarters Detachment and the Naval é 
aut Administrative Command will take similar action in the case of military 4 


‘personnel, 8 ie 


4. The Chief of a field office will; 
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&. De-brief the employee, Bap aed 


b, Complete certification blocks "office to which assigned 
and "Security Branch", 


Cc. Obtain employee's signature and forwarding address, i | 
d. Forward the form to the Personnel Officethrough eatablished 


~ channels, 
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CENTRAL INTRLLIGENCR AGENCY 
- Washington, D.C, 
ADMINISTRATIVE ——— a ie 11 August 1949 
NO, | | | 
SUBJECT: ‘Employee Final Clearance, 
 RESCISSIONS: Administrative tions dated 24 


May 1948 and No dated 2 moer 1946, 


1. Each employee will obtain Clearance prior to final payment, 
Clearance will be obtained on "Final Payment Clearance Sheet" Form 
No. 34-30 when an employee is being terminated, leaving for overs 
seas duty, granted leave without pay for a period in excess of 60 
Calendar days, or when being transferred to or from an unvouchered 


2. The Personnel Office will be notified by "Personnel Action 
Request", at least one week prior to the effective date of the request. 
Upon receipt of "Personnel Action Request", the Personnel Office 
will make necessary arrangements for an exit interview and for final 
Clearance. The Personnel Office wil] direct the employee to re 
Inspection and Security for security clearance and will then obtain 
the additional required clearances by telephone, obtain the employee's 
Signature and direct the employee to deliver the form to the applicable 


payroll office of the Budget Office. When the employee is unavailable 


all action indicated will be taken except procurement of the employee's 
Signature. . aed 


3. The CIA Headquarters and Headquarters Detachment and the Naval 


Administrative Command will take similer action in the case of military 
personnel, — s 


4. The Chief of a field office will: 


@. De-brief the employee, 


be. Complete certification blocks "office to which assigned" 
and "Security Branch", "an pee see Zi 


ec. Obtain employee! s signature and forwarding address, 


d. Forward the form to the Personnel Office.hrough established 


channels. . } 
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 
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a le Sach employee will obtain clearance prior to final payment. a 

| Clearance will be obtained on "Pinal Payment Clearance Sheet " Form 

—  NOe 34=50 whon an employee is being Serminated, leaving for overseas é 

. e duty, granted teays without pay for a Eceage in excess of 60 éavndae a i 

days, or when being transferred to or from an unvouchsred fund. status. | 
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: li 

: Request", Rema-Noe-Stesy at least one week prior to the effective date | t 
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| of the request. Upon receipt Of Puan NOTrTies, the Personnel Office i 

| will make necessary arrangements for: an exit interview and for final . : 

; clearance. The Personnel Office will direct the employee to Inspection i 

i and Seourity for security clearance and will then obtain the additional ; 

an required clearances by telephone, obtain the employee's signature and | 
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_ CENTRAL. CHTELLT GENCE AGENCY. = 
FINAL PAYMENT CLEARANCE SHEET. 


NAME OF EMPLOYEE 
REASON FOR CLEARANCE | 


ITEMS TO BE CERTIFIED 


i, Exit Interview 6. Ordere (military or naval) 

2.. Transportation requests 7. Property esuances (m ary 
3. Credit cards. (gasoline and ol!) 8. Loews (annual, sick, LWOP) 

B. Identification badges, credentials 9. Travel and transportation advances 

8. Books, official documents, etc. 10. Claims, etc. 


CERTIFICATION OF OFFICIALS (PLEASE INCLUDE COMMENTS PERTAINING TO EXCEPTIONS IN AN ATTACHEO MEMORANDUM) 


| CERTIFY that the items for which | am responsible have been checked a official records,and, once as 
indicated, the employee. named {s clear of obligations with CIA. 


“TRERSONWEL BR, (PERSONNEL RELATIONS DIVISION). ea SECURITY 6R. 9910 E Street 


room No. LOO aul Lotne Central ROOM NO. BUI LOING 


Items to be certified: 1-41 (Please circle exceptions) Items to be certified: 1-4 (Please circle ducapitanel 
SIGNATURE . : : 


OFFICE TO WHICH ASSIGNED 


ROOM NO. BUILDING - 
Items to be certified: S=7 (Please circle exceptions) 
SIGNATURE 


BUDGET AND FINANCE BR. ~ 


aoow no. 220  auitoing Central 
litems to be certified: _6-9-10 (Please circle.ex 


ceptions) 


SERVICES BR. (PROPERTY CONTROL DIVISION) 


noon no. 214+ = suttons North 
Item to. be certified: 7 (Please circte exception? 


= 
roow wo. 1002 esuttoins L 
Items to be certified: 6-910 (Please elrcle ecasekens) 


COMMAND OR HDQ. AND HDQ. es) 
“} OOM NO. UILOING | 


room no. 223  guttoing North. 
tens to ‘be..cortl fled: 6:12" please circle exceptions) 


Items to be certified: 2-3 (Please circle exceptions! 


OCD (LIBRARY) 


room no. 2429 suitoinc M. 
Item to be certified; 5 (Please circle exception) 


SIGNATURE 


ROOM NO- BUILDING 
me to be Me ie ; (Please elrele exceptions) 


“DATE 


CERTIFICATION BY EMPLOYEE 


| CERTIFY that to the best of my knowl edge and bel lef | am not indebted to the united States Government “s 
. whatsoever as a result of my connection with this organization. : ge os 


Ss 


TGNATURE OF SEEMNETIN EWPLOYEE 


STREET AND: NOs. TELEPHONE 


y eaiget REPLACES FORM. NO. eae wiitcH ‘8 NOT TO BE USED. 
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is authorized to grant clearances with respect to property. 


Only Properte Officers of the employees® branch 


forward ‘the form $o the Budget Offices ffmmen the oaployes ig unavailable 
ell action indicated will be taken exteps procuremant af ‘the eanhoree)® 
aignubure » 

Sa Tho GIA Headquarters and Hoadquartors pebachnont and the Havel 
Adninis trablve Gomneund Wil take similar action in the case of mi itary 
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: * materials required to be submitted at a later date will be ‘processed as des- . 


ADMINISTRATIVE _ - 


| SUBJECT: Applications for Civil Service Examinations. 
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DRAPY 


| eESTRICIED, fA 


CENTRAL INTELLIGENCE AGENCY 
Washington, D. C, 


| we Soph, APSF 


1. The U. S, Civil Service Conmission frequently announces examina- 
tions of interest to CIA employees, Personnel wishing to apply for these ~ 
seen etdons may not file applications direct with the Civil Service Conmis- 
Sion but will submit applications as described below. 

2. Applications will be submitted to the Administrative Officers uho, 


after review, will transmit them to the Personnel Officer, The Personnel 


Officer, before forwarding the applications to the Civil Service Commission, | 


will clear them with the Chief of Inspection and Security. Applications 
eeuitine alteration besause of security considerations will be returned by. 
the Personnel. Officer to the employee through the appropriate. Administrative 
Officer for revision and retransmission through the same ‘chaimwles 

3e ‘Administrative Officers have been given the appropriate supplies | 


and have been instructed regarding the preparation of information required 


‘for these examinations. They will be available to assist individual employees a 
in the preparation of the Standard Forn No. 575 nppiicetion for Federal | 
Employment", any supplenentel naterials required by the ennouncenent, and the : 
appropriate card application form. : _ 
: he Th the case. of "assembled" examinations in which initial appidentions ee 
is made on Card Form 5000 4B, employees: may forward these cards direct, to the 

Civil Service Commission, However, Standerd Form No. 57 and any ‘supplenental ts 


he eribed in paragraphs 2 and 3 above. _ except that, t approved ba will be 
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ametnasrRarE nsmvcron ee Oa: _ResiRIGTED D ree : 


‘peturmed to the employee for. trenenittal to the Civil : Sarviee Commission at 


the time of ‘examination, Applicants for these examinations are generally 
required to submit Standard Form No, 57 at the time of the written examination, Loti 
Se Employees should prepare applications tor Civil Service examinations 2 


escuee st en ger AM SEY UPS a 


i as soon as possible af ter announcenent in order to allow sufficient time for 
the. necessary clearance and transinission to the Civil Service Commission. ‘The 
| interest of employees and their sieht to participate in iisae examinations will 

tbe teb 


he 
i be protected in every ‘vay in connection with this requirenent, 
FOR THE PETER OF CENTRAL INTELLIGENCES a es | ' | 


STATINTL i | a 
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2. Applications will be submitted to the Administrative Officers 


-who, after review, will transmit them to the Personnel Officer. The 


Commission, will clear them with the Chief of Inspection and Security. 
Applications requiring alteration because of security considerations will 
be returned by the Personnel Officer to the employee through the apenopriate 
Administrative Officer for revision and retransmission through the same 


. channels. 
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| - CENTRAL INTELLIGENCE AGENCY 
| | Washington, D.C. , 
zn _ ADMINISTRATIVE INSTRUCTION ra a ! 17 February 1949 
STATINTL A ers ; 
\ SUBJECT: Applications for Civil Service Examinations 
a are 1. The U. S. Civil Service Commission frequently announces exemina- : 
: “tions of interest to CIA employees, Personnel wishing to apply for these 
: examinations may not file applications direct with the Civil Service Commis- 4 
; i ste but will submit applications as described below. 
; we Ze Administrative officers fais been given the appropriate supplies 
i and have been instructed regarding the preparation of information required F 
P for these examinations, They will be available to assist individual employees : ; 
in the prepertion of: the Standard Form 57, Application for Federal Employment, 
7 . any supplemental materials yeauaees by the announcement, and the appropriate 
i = Spend application form, - | 5 
en | , re : 
' a: Applications will be submitted to the Administrative Officers who : 
fi will arrange for transmission of the application through appropriate channels | i“ 
f j 
EB to the Civil Service Commission. Applications requiring alteration due to 4 
: : 
[ security considerations will be returned to. the employee | through the appropriate i 
: Administrative Officer for revision and re~ submission through the same channels. : 
ab , 7 ee 
[ 4e In the case of "assembled" examinations in which initial application oe 
; is made on Card Form 5000 AB, employees may forward these cards direct to the | / 
o ; i 
L ; Civil Service Commision. However, Standard Form 57 and any supplemental . 
7 ae 
materials required to be submitted ata later date will be processed as des- _—_, a é 
cribed in paragraphs 2 and 3: above except that approved applications will be pend re 
returned to the employee for up rtet to ‘the Civil Service Commission at . mz 
| . Pi 
‘the time of examination. Applicents for eases examinations are > generally : 2 1 
vata f 
‘Fequired to ubmit Standerd Form ak at the time of the written enaninetion, | | | 
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“STAT NTL. “ADHINISTRATIVE INSTRUCTION NO. -_ oe ae Fobrusry 1949 ae 


Be Employees. should prepare ‘applications for Civil Service examinations 
Ie as soon as possible after announcenent in order to allow sufficient time for. 
: the necessery cleerance and transmission to the Civil Service Commission. ; 
a The interest of employees. and their Taent to participate in ‘these examine tions - i 
i will be protected in every way in connection with this requirenent. | 
j | = ‘FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: By | | | 
“STATINTL hae : | fe oe | oe 
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